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[bookmark: _Toc456879438]Justification Overview – T & T Category 2 and 3
The purpose of the Out of State Travel and Training (T & T) Justification Charter is to provide a high level description of the Category 2 and 3 Budget Item for travel and training which defines the Business Need, Benefits and Costs for the Travel and/or Training.  In addition to, where, who and how many resources are involved.   This Charter will serve as an approval to proceed if signed. 
NOTE:  This document must be submitted and approved 35 or more days prior to Out of State Travel.	Comment by Bradshaw, Terry: Please add that it’s to be approved and sent to Diana Halstead at least 35 days prior to out of state travel.
[bookmark: _Toc456879439]Description
	
	This section describes WHAT is being requested and WHERE in appropriate level of detail.  Section should Include all appropriate background information for context. In addition, please state why the need for out of State travel and/or Training?  




[bookmark: _Toc456879440]Resources and Costs
	
	This section describes WHO the travel and/or training is being requested and estimated costs per day for the entire request.   
Section should outline who will be included in the T & T.   You may attach documentation which outlines the itinerary of the requested travel.   
· Can less individuals go?  Why or Why not? 	Comment by Bradshaw, Terry: Robert revised this to say ….How many are going?  Are all people necessary and why?

This section should Include Cost numbers known to date as appropriate.

	
	


· How many are going; include names, agency, title, contact information. (need table)? 
· 
· Projected Costs Table	Comment by Bradshaw, Terry: Can you add per diem for each day.  Not extravagant, but it does lay out the costs.  Change accommodations to lodging…..just keeps in line with state codes.  
	
	Projected Costs

	
	Day 1
	Day 2
	Day 3
	Day 4

	Staff
	
	
	
	

	Travel (car, air,etc)
	
	
	
	

	Accommodations
	
	
	
	

	Training
	
	
	
	


[bookmark: _Toc456879441]Benefits
	
	This section describes WHY this training is beneficial to the organization.   Should include the Agencies, the group(s) within those Agencies, and the associated key stakeholders who will benefit or that are impacted due to this travel and training is complete.   




[bookmark: _Toc456879442]Dependencies
	
	This section Identifies and describes other initiatives that maybe dependent on the need for this Travel/Training.  




	Project / Initiative
	Contact Name
	Description

	
	
	

	
	
	




[bookmark: _Toc456879443]Approvals

	Name / Title
	Signature
	Date

	<<name>> / IOT Executive Sponsor
	
	

	<<name>> / IOT Sponsor/Director
	
	

	<<name>> / IOT CFO
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